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I. PUBLIC NOTICE  
 
City of Flagstaff 
NOTICE of Request for STATEMENT of QUALIFICATIONS (RSOQ) 
 
 
FUTS Signage Program 
The City of Flagstaff (“the City”) is seeking Statements of Qualifications (SOQ) from Design 
Professionals for Professional Services to:  
 
Finalize designs, prepare construction documents, and oversee fabrication and 
installation of a comprehensive signage program for the Flagstaff Urban Trails 
System (FUTS). 
 
This project is financed in part with a grant from Arizona Parks Trails Heritage Fund Grant 
Number 680507 which is funded by the Arizona Lottery and administered by the Arizona State 
Parks Board. 
 

 Schedule of SOQ Deadlines 
 
SOQs may be mailed or hand-delivered to:   
 
City of Flagstaff - Purchasing Division  
Attn: Ernest Negroni, Purchasing Director 
211 West Aspen Avenue 
Flagstaff Arizona  86001 
 
SOQs must be in hand by 3:00 p.m. MST on October 6, 2006.   
 
No electronically transmitted SOQs or electronically transmitted modifications of SOQs will be 
considered.  SOQs received after the designated submittal deadline will be considered non-
responsive and will be returned unopened. 

Additional information and/or Request for Statement of Qualifications packages may be obtained 
at the office of City of Flagstaff, Purchasing Division, 211 West Aspen Avenue, Flagstaff, AZ 
86001, by Emailing a request to Vickie Jackson, Senior Buyer:  vjackson@ci.flagstaff.az.us, or by 
calling 928-779-7619. Complete information packets are also available for download from: 
http://www.flagstaff.az.gov/bids.asp. 
 
The City of Flagstaff reserves the right to reject any or all Statements, to waive or decline to 
waive irregularities in any Statement, or to withhold the award for any reason it may determine.  
          
 

CITY OF FLAGSTAFF 
 
 

             
Ernest Negroni, Purchasing Director 

 
 

Published two times:  September 24, 2006 and September 29, 2006, Arizona Daily Sun
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II. INSTRUCTIONS TO RESPONDENTS 
 
GENERAL 
 
All SOQs should follow the format and sequence described in the paragraphs below; this will 
allow a standard basis for evaluation by a designated Evaluation Committee. Failure to follow the 
instructions regarding format may result in rejection of the SOQ.  
 
This RSOQ does not obligate the City to pay any costs incurred in the preparation and/or 
submission of any SOQs or any subsequent presentations or interviews, nor to enter into a 
contract with any of the Respondents. 
 
For the purposes of this Request for SOQs (RSOQ), the City of Flagstaff is hereinafter referred to 
as ‘the City’. 
 
 
CONTENT OF SOQ 
 
The SOQ should display clearly and accurately the experience, knowledge, and capability of the 
respondent to meet the requirements of this RSOQ.  Six (6) hard copies of the SOQ are 
required, one original and three copies. 
 
The SOQ should be fully self-contained, without addenda, and should follow the format outlined 
in Part III of this RSOQ.  Presentations within the SOQ should reflect consideration for the 
specific evaluation criteria included in Part IV of this RSOQ.  
 
DELIVERY OF SOQs 
 
SOQs may be mailed or hand-delivered to:   
 
RSOQ – FUTS Signage Program 27025 
City of Flagstaff - Purchasing Division 
Attn: Ernest Negroni, Purchasing Director 
211 West Aspen Avenue 
Flagstaff Arizona  86001 
 
SOQs must be in hand by 3:00 p.m. MST on October 6, 2006.   
 
No electronically transmitted SOQs or electronically transmitted modifications of SOQs will be 
considered.  SOQs received after the designated submittal deadline will be considered non-
responsive and will be returned unopened. 
 
SELECTION PROCESS AND INTERVIEWS  
 
A selection committee will evaluate and score each submitted SOQ to arrive at a short-list of no 
more than three (3) Respondents. 
 
Respondents may be requested to participate in one interview with the Evaluation Committee.  A 
maximum of three firms may be selected for interviews. 
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Interviews, if conducted, will be for a maximum of 60 minutes as follows: 
 
10-20 minutes: Respondent shall elaborate on the SOQ information for the 

Evaluation Committee. 
 
10-40 minutes: Evaluation Committee question and answer period. 
 
EVALUATION CRITERIA AND BASIS FOR AWARD 
 
The Evaluation Committee as established by the City will determine a recommendation for award.  
The qualifying criteria included in Part IV will be used as the basis of this recommendation.  The 
City will then negotiate with the selected firm for fee compensation that is determined to be fair 
and reasonable based on final agreed upon scope.  Award of contract will be contingent upon 
mutually agreeable fee/scope of services negotiations.  
 
FORM AND EXECUTION OF CONTRACT 
 
It is anticipated that the City and the selected firm will enter into a contract for services the week 
of November 7, 2006. The contract form for services will be the City’s standard form of 
Agreement for Consultant Services.  Copies of this agreement are available for review upon 
request and are available for download from the following location: 
http://www.flagstaff.az.gov/b ds.asp  (To access bid documents go to ”Related 
Documents” and select ”Agreement for Consulting Services”) 

i

 
Please review the contract before submitting an SOQ.  Any objections to the terms and 
conditions must be stated in your response or SOQ.  Failure to do so will be a waiver of any right 
to object to any terms or conditions.  Responses that object to terms and conditions in the 
agreement may be deemed non-responsive and rejected by the City. 
 
COMPLETING CONTRACT FILE AND DELIVERY OF SUPPORT MATERIALS 
 
The firm to which the City awards a contract shall, within 10 days after receipt of Notice of 
Award, sign and deliver signed copies of the contract as well as certificates evidencing the 
required insurance coverages.  Minimum insurance coverages shall be as specified in Attachment 
B.  All policies of insurance shall be reviewed and approved by the City before the successful 
respondent may proceed with the services. 
 
REQUESTS FOR INTERPRETATION OF SOQ BEFORE STATEMENT SUBMISSION  
 
Requests for individual meetings prior to the statement due date will not be granted. 
 
NON-DISCLOSURE OF DATA, REGULATIONS and OBLIGATIONS 
 
SOQs in response to this RSOQ may contain data that the respondent does not wish to have 
disclosed for any purpose other than evaluation of the SOQ.  If so, the respondent must clearly 
identify those pages of the SOQ that are to be restricted.  Examples of data that might qualify for 
restriction are limited to sensitive, proprietary information items such as financial statements (if 
requested).  The City adheres to public information laws and requirements.  Unless identified, 
information submitted in response to this RSOQ may be disclosed pursuant to the Freedom of 
Information Act and applicable Arizona Revised Statutes.  The City assumes no liability for 
disclosure or use of unmarked data. 
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Should this SOQ result in a contract, the terms, clauses, and conditions required by City of 
Flagstaff procurement regulations shall apply to the contract. 
 
This Request for SOQ does not obligate the City to pay any costs incurred in the preparation 
and/or submission of any Statements or any subsequent presentations or interviews, nor to enter 
into a contract with any of the Respondents. 
 
REQUESTS FOR POST SELECTION MEETINGS  
 
Consultants may request a post selection meeting with the Project Manager for the purpose of 
discussing the selection process and/or project criteria only.  The Project Manager will allow a 
maximum of 15 minutes for discussions of this nature.  Discussions concerning specifics of the 
individual reviewers scoring will not be entertained.  Consultants may also be allowed the 
opportunity to review SOQs submitted by competing firms for this project. 
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III.  STATEMENT OF QUALIFICATIONS  
ORGANIZATION and FORMAT 

 
The Evaluation Committee will evaluate firms submitting responses to this RSOQ based on the 
information provided in the SOQ and interviews as necessary.  To allow for a standard basis of 
evaluation, all SOQs are requested to follow a similar format.  SOQs shall not exceed fifteen (15) 
pages total in length including title and front and back cover pages.  Total allowable pages shall 
be single-sided 8 ½” x 11” with the exception that up to three pages may consist of 11” x 17” 
fold-outs.  SOQs should be organized with sections/dividers as follows: 
 
Cover: 
The cover should contain the following relevant data as a minimum:  

• Statement indicating response to: Statement of Qualifications for FUTS Signage Program  
• Project No. 27025  
• Submittal date 
• Company name (and logo if desired) 
• Other information/graphics as desired 

 
Title Page: 
Include Firm's name, address, e-mail/website address(es), phone and FAX numbers and name(s) 
of principals. 
 
Executive Summary: 
Address issues of experience, key team members with discipline noted, ability and commitment 
to respond completely to the project scope, ability to keep design on schedule and within budget 
and local availability of resources. 
 
 
Format and Content: To aid in the evaluation, it is required that all SOQs follow the same 
general format. The SOQs are to be submitted in binders and have sections tabbed as below: 
 

• Table of contents 
 
• Short introduction and summary - This section shall contain an introduction of your 

company (please limit to a maximum of one page). 
 
• Experience - A description of your firms experience and qualifications, especially on 

projects of a similar nature (maximum of five pages). 
 
• Qualifications - A description of the approach to be taken for the project. (please limit to 

a maximum of four pages) 
 
• Schedule - A schedule for completion by project task or component.  Include a project 

completion date from time of notice to proceed. 
 
• Similar Work Samples – Bidder must provide a minimum of three references of similar 

work including, reports, plans, drawings, and other documents from prior similar work. 
 

September 2006 
Page 6 of 18  



Request for Statement of Qualifications 
Signage Program 

 
 

 
 

IV. EVALUATION CRITERIA  
 
Responses from respondents will be ranked based on points as detailed below  
 
Section as described above:                        Maximum Points Available: 
 

1. Qualifications and Experience of the Firm ...................................... 30 
 Years of experience 
 Scope of similar projects 
 Examples of prior, similar work 

 
2. Experience of Project Manager ....................................................... 25 
 Examples of lead role of similar projects 
 Years and nature of experience 
 Design Skills 

 
3. Ability to Complete Project on Schedule......................................... 10 
 Work load and firm capacity during project schedule 
 Ability to meet aggressive implementation schedule 

 
4. Strength of SOQ .............................................................................. 35 
 Description of major elements of the project and process 
 Approach to meeting project goals 
 Creativity and problem solving 

 
 
Total Achievable Base Points:................................................................... 100  
 

September 2006 
Page 7 of 18  



Request for Statement of Qualifications 
Signage Program 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

ATTACHMENT A 
 

 
Scope of Work 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

September 2006 
Page 8 of 18  



Request for Statement of Qualifications 
Signage Program 

 
 

 
 

Scope of Work 
 
This document is the Scope of Work for completing the projects.  This document provides 
additional detail to the scope provided by the City to clarify the work items and deliverables as 
defined by the City. 
 
1.0 GENERAL DESCRIPTION  
 
The City of Flagstaff is accepting RSOQ’s from interested and qualified bidders to finalize designs, 
prepare construction documents, and oversee fabrication and installation a comprehensive signage 
program for the Flagstaff Urban Trails System (FUTS).   
 
FUTS is a comprehensive network of non-motorized, multi-use trails throughout the city that 
connects and provides access to open space, neighborhoods, commercial areas, schools, and the 
surrounding forest.  The system presently includes more than 40 miles of trails, and an additional 
100 miles of trails are planned.   
 
The FUTS signage program design is based on a prototype design concept developed for the City 
by a consultant in 2004-2005 and will follow design as established by the City’s gateway signs.  
The signage program will install a total of 568 signs in two phases; the first phase will consist of 
15 primary trail head signs, 25 secondary trail head signs, 64 directional signs, 20 boundary 
markers, 50 regulatory signs, and 5 interpretive display boards, and the second phase will 
complete the remaining 10 primary trail head signs, 25 secondary trail head signs, 64 directional 
signs, 30 boundary markers, 250 distance markers, and 10 interpretive display boards. 
 
The City has received a grant for the first phase of the signage program through the Arizona 
State Parks Trails Heritage Fund in the amount of $140,148 with a City match of $167,767.  The 
total project amount for the first phase is $307,915 and includes design, fabrication, and 
installation of the first 179 signs.  The amount budgeted for the services requested in this SOQ 
are $53,100.   
 
The City intends to apply for a second grant from the Arizona State Parks Trails Heritage Fund in 
the spring of 2007 to complete the second phase of the signage program.  The grant amount 
requested and the City match for the second phase is anticipated to be similar to the first grant.  
 
Responses to this RSOQ consulting service should be written for only the first phase 
of the project.  It is anticipated that the contract for consulting services will be extended by 
change order to include the second phase of the project if the City is awarded a second grant 
from the Arizona State Parks Trails Heritage Fund. 
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2.0 SCOPE OF WORK 
 
SECTION 1- Planning and Programming.   
 

• Conduct stakeholder meetings. 
• Research sign materials for vandal resistance and outdoor longevity. 
• Review sign program against existing City sign codes and permitting procedures. 
• Review City-provided maps, aerials, field surveys, and existing signage inventories. 
• Produce sign location key. 
• Finalize sign message schedules provided by City. 
• Coordinate signage with other trail signage of other agencies, including the Forest Service 

and Coconino County. 
 

 
SECTION 2    Design Development 
 

• Complete prototype signage design, based on comments and input from stakeholders. 
• Review potential for combination of sign types and alternate configurations. 
• Develop “kit of parts” approach to signage program.  

 
 
SECTION 3 - Design Intent 
   

• Produce final drawings, details, and specifications. 
• Compile bid documents. 
• Produce FUTS signage design standards manual. 

 
 
SECTION 4 - Interpretive Sign Layouts 
 

• Format and create artwork for interpretive signs, based on text, photographs, and graphics 
provided by the City. 

• Produce final artwork to be provided to fabricator. 
 
 
SECTION 5 - Fabrication and Construction Observation. 
 

• Provide support during bidding process, including attending pre-bid meeting, answering 
technical questions from bidders, and reviewing bids with City. 

• Review shop drawings, make clarifications, and provide technical assistance to 
fabricator/installer. 

• Shop visit to observe/oversee sign fabrication.  
• Field visit to mark sign locations with fabricator/installer. 
• Field visit to inspect installed signs. 
• Develop punch list. 
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3.0 DELIVERABLE ITEMS 
 
The Consultant shall provide all documents to the City in electronic format. 
 

• Signage design standards manual 
• Interpretive sign layouts 
• Final drawings, details, and specifications 
• Bid documents 
• Sealed and stamped construction plans, by a registrant 

 
4.0 SCHEDULE 

The following schedule for the solicitation of SOQs, selection of a consultant, and commencement 
of the project is tentative.  It is anticipated that sign installation will begin in spring of 2007. 
 
SOQs due ............................................................................... October 6, 2006 
Committee review and selection of finalist ............................... October 13, 2006 
City Council approval of award ..............................................November 7, 2006 
Notice to Proceed...............................................................November 14, 2006 

 
5.0 PROJECT TEAM CHARTER 
 
City staff will prepare and facilitate the project team charter. The selected consultant and 
subconsultants shall participate in project chartering including minor assistance with preparation 
for and full participation in a team-chartering meeting.  The selected consultant shall assist in the 
preparation of the Project Team Charter for endorsement by Consultant and by City members of 
the project team.  Chartering provides an opportunity for all team members to gain 
understanding of how the project will be delivered and to affirm their mutual commitment to the 
project’s success.   
 
The Project Team Charter may include the following sections: 
 

• TEAM PURPOSE 
• TEAM MEMBERSHIP 

Key Members 
Flexible Assignments 

• ORGANIZATIONAL STRUCTURE 
• VISION 
• MISSION 
• OPERATING GUIDELINES 

Vision and Mission 
Workplan 
Communications 
Team Decisions 
Measuring Team Performance 
Meeting Deadlines 
Managing Disagreement and Conflict 
Managing Change 

• BOUNDARIES 
Scope 
Schedule 
Budget 
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Application of Resources 
Authority 

• ROLES AND RESPONSIBILITIES 
Collective 
Individual 

• CRITICAL SUCCESS FACTORS 
• TEAM ENDORSEMENT 

 
 
6.0 ITEMS SUPPLIED BY THE CITY OF FLAGSTAFF 
 

The City will provide the Consultant with the following items: 
 

• Prototype design concept from 2004-2005 (Attachment B) 
• Existing design of City’s Gateway Signs (Attachment C) 
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ATTACHMENT B 
 

Insurance Requirements 
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INSURANCE 
 
1. General Provisions.  The Provider and its Subcontractors, at Provider’s and Subcontractor’s own 

expense, shall purchase and maintain the herein stipulated minimum insurance with companies 
duly licensed, possessing a current A.M. Best, Inc. Rating of A-, 7, or approved by the City and 
licensed in the State of Arizona with policies and forms satisfactory to the City. 

 
 1.1  All insurance required herein shall be maintained in full force and effect until all work or 

service required to be performed under the terms of the Contract is satisfactorily 
completed and formally accepted; failure to do so may, at sole discretion of the City, 
constitute a material breach of this Agreement. 

 
 1.2 The Provider’s insurance shall be primary insurance as respects the City, and any 

insurance or self-insurance maintained by the City shall not contribute to it. 
 
 1.3 Provider shall not fail to comply with the claim reporting provisions of the insurance 

policies or cause a breach of any insurance policy warranty, which would affect coverage 
afforded under insurance policies to protect the City. 

 
 1.4 The insurance policies, except Worker’s Compensation, shall contain a waiver of transfer 

rights of recovery (subrogation) against the City, its agents, representatives, directors, 
officers, and employees for any claims arising out of the Provider’s negligent acts, errors, 
mistakes, omissions, work or service. 

 
 1.5 The insurance policies may provide coverage, which contain deductibles or self-insured 

retentions.  Such deductible and/or self-insured retentions shall not be applicable with 
respect to the coverage provided to the City under such policies.  The Provider shall be 
solely responsible for the deductible and/or self-insured retention and the City, at its 
option, may require the Provider to secure payment of such deductibles or self-insured 
retentions by a Surety Bond or an irrevocable and unconditional letter of credit. 

 
 1.6 The City reserves the right to request and to receive, within 10 working days, certified 

copies of any or all of the herein required insurance policies and/or endorsements. The 
City shall not be obligated, however, to review same or to advise Provider of any 
deficiencies in such policies and endorsements, and such receipt shall not relieve Provider 
from, or be deemed a waiver of the City’s right to insist on, strict fulfillment of Provider’s 
obligations under this Contract. 

 
 1.7 The insurance policies, except Worker’s Compensation and Professional Liability, required 

by this Contract, shall name the City, its agents, representatives, officers, directors, 
officials and employees as Additional Insured.  

 
2. Required Coverage:  Commercial General Liability 
 
 2.1 Provider shall maintain Commercial General Liability insurance with a limit of not less than 

$1,000,000 for each occurrence with a $2,000,000 Products/Completed Operations 
Aggregate and a $2,000,000 General Aggregate Limit.  The Policy shall include coverage 
for bodily injury, broad form property damage, personal injury, products and completed 
operations and blanket contractual coverage.  Coverage will be at least as broad as 
Insurance Service Office, Inc. Policy Form CG 00011093 or any replacements thereof.   
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 2.2 Such policy shall contain a severability of interest provision, and shall not contain a sunset 

provision or commutation clause, nor any provision, which would serve to limit third party 
action over claims. 

 
 2.3 The Commercial General Liability additional insured endorsement shall be at least as 

broad as the Insurance Office, Inc.’s Additional Insured, Form B, CG 20101185, and shall 
include coverage for Provider’s operations and products and completed operations. 

 
3. Required Coverage: Automobile Liability.  Provider shall maintain Commercial/Business 

Automobile Liability insurance with a combined single limit for bodily injury and property damage 
of not less than    $1,000,000 each occurrence with respect to the Provider’s any owned, hired, 
and non-owned vehicles assigned to or used in performance of the Provider’s work.  Coverage 
will be at least as broad as coverage code 1, “any auto”, (Insurance Service Office, Inc. Policy 
Form CA 00011293, or any replacements thereof). 

 
4. Worker’s Compensation.  The Provider shall carry Worker’s Compensation insurance to cover 

obligations imposed by federal and state statues having jurisdiction of Provider’s employees 
engaged in the performance of the work or services; and Employer’s Liability insurance of not 
less than $100,000 for each accident, $100,000 disease for each employee, and $500,000 
disease policy limit. 

 
 4.1 In case any work is subcontracted, the Provider will require the Subcontractor to provide 

Worker’s Compensation and Employer’s Liability to at least the same extent as required of 
the Provider. 

 
5. Professional Liability.  The Provider retained by the City to provide the work or service required 

by this Contract will maintain Professional Liability insurance covering negligent acts, errors, 
mistakes and omissions arising out of the work or services performed by the Provider, or any 
person employed by the Provider, with a limit of not less than $1,000,000 each claim.  

 
6. Certificates of Insurance.  Prior to commencing work or services under this Contract, Provider 

shall furnish the City with Certificates of Insurance, or formal endorsements as required by the 
Contract, issued by Provider’s insurer(s), as evidence that policies providing the required 
coverage’s, conditions and limits required by this Contract are in full force and effect.  

 
 6.1 In the event any insurance policy(ies) required by this contract is (are) written on a 

“claims made” basis, coverage shall extend for two years past completion and acceptance 
of the Provider’s work or services and as evidenced by annual Certificates of Insurance.  

 
 6.2 If a policy does expire during the life of the Contract, a renewal certificate must be sent to 

the City fifteen (15) days prior to the expiration date. 
 
 6.3 All Certificates of Insurance shall be identified with project number and project name.  A 

$25.00 administrative fee will be assessed for all certificates received without the 
appropriate project number and project name. 

 
7. Cancellations and Expiration Notice.  The insurance required shall not expire, be cancelled, or 

materially changed without thirty (30) days’ written notice to the City. 
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ATTACHMENT C 
 

Proposed Agreement  
for Consulting Services 

 
(Electronically attached as separate document) 
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ATTACHMENT D & E 
 

Prototype Design Concept from 2004-2005 
(Attachment D) 

and 
Existing Design of City’s Gateway Signs 

(Attachment E) 
 

(Electronically attached as separate document) 
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